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(CompltHtl th11 .tddrtiSS for thtl rttcords Cflntttr sttrvmg your"'"" .ts shown m 36 
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Federel Recorda Center 
7358 s. Pulaski 
Chicago, Il., 60629 

DATE 

9/11/03 

DATE 
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5 FROM (Entttr thtt n11m11 rmd compltltll m11111;,fl ttddrttu o/ thll OffiCII rtttmng "'" rtlcordJ 
ftiCtllpt of thiS form w1/l btl, sttnt to th1s 11ddrtts <) 

Ms. Jdl1et Pfur1dheller 
U.S. EPA (g...iR-7J) 
i7 w. Jackson Blvd. 
Chicago, Il., 60604 

EPA Region 5 Records Ctr. 
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INSTRUCTIONS FOR COMPLETION OF STANDARD FORM 135 

FOR COMPLETION BY THE TRANSFERRING AGENCY 

Items I. 2, :3 and 5 are self-explanatory Specific mstructwns for rtem 6 are as 
follows 

Col 

·-- __ .. _ .. .,_, 

AccessiOn Number A separate accessiOn number is requrred for each 
senes of records listed on the form A senes consrsts of records having 
the same drsposal authonty and drsposal date that are transferred 
together to the records center The accessron number is entered m 
three parts, consrstmg of 

1 a 1 The NARA record group number assrgnec:i to the recoras of th.:: ager;cy
makrng the transfer, 

( b 1 The last two drg~ts of the current fiscal year; and 

(c) A four drg~t sequentral number obtamed tn advance from the records 
center (Arrangements may be made wrth the center to have these 
numbers assrgned by the agency records officer or other official) 

( d l Volume Enter the volume m cubrc feet of each senes of records bemg 
transferred 

( e I Agency Box Numbers Show the tnclusrve box numbers for each series of 
records bemg tramfcrred The agency shall number each carton 
sequentially as follows 1 of 25, 2 of 25, 3 of 25, etc. (Each new series of 
records should beg~n wrth carton number I ) To facilitate control of the 
records and future reference servrce, the agency also shall mark each 
contamer WJth the assrgned accession number prior to shipment 

((I Senes Descnptwn Descnbe the records tn sufficient detail to allow the 
records center to check for proper applicahon of the disposal schedule 
lnclusrve dates of the records should be indicated. Show the 
orgamzatronal component that created the records when rt Is other 
than that shown tn rtem 5 

( g l Restrzctron Enter one of the followmg codes to show a restrictiOn on 
use of the records Restrictrons other than (or in addition to) secunty 
classdicatwns. such as hmrtmg access to certain' agency officrals, are to 
be Specified by a Statement tn the Senes Descnpt10n column (0 

Code Restrrctroru; 

Q Q secunty classrficat10n 

T 

s 
c 
R 

w 

N 

Top Secret security classrfication 

Secret secunty classificatiOn 

Confidentral secunty classrficatwn 

Restncted use-witnessed drsposal not requrred 
(specrfy tn column (f)) 

Restncted use-witnessed disposal requrred 
(specrfy tn column (f)) 

No restnctwns 

(h) Dl.Sposal Authorzty For each senes of records, crte the agency schedule 
and specific rtem number authonzing drsposal Crte the NARA disposal 
job and item number rf rt has not been mcorporated into an updated 
agency schedule. 

( 1) Dl.Sposal Dute Applyrng the drsposal authorzty prevrously cited rn 
column (h), enter the month and year tn which the records rna) be 
destroyed 

FOR COMPLETION BY THE RECORDS CENTER 

Item 4 IS self-explanatory Specrfic mstructrons for rtem 6 are as follows 

Col 

(J) Locatwn The records center annotates the shelf locatiOn of the first 
carton for each senes of records. 

( k) Shelvzng Plan The records center enters the approprzate code from 
Chap 7-IOe, HB, Records Center Operations <NAR P 1864 IAI, to 

reflect the shelvmg system 

( l) Contazner Type The records center enters the appropnate code from 
Chap 7-!0h, NAR P 1864 lA, to reflect the type of contamer rn whrch 
the records are retrred 

( m ) Automatrc Drsposal The records center enters erther Y (yesl to mdrcate 
automatic drsposal applies or N (nol mdrcatmg that the agency wrshes 
to rece1ve disposal concurrence not1ce pnor to destructiOn of the 
records Automatrc drsposal rs applied only when prevwusly agreed 
upon by the agency 

Use Standard Form 135-A, Records Transmrttal and Rece1pt Contmuat1un. 
when add1tJonal space rs requrred for hstmg records data 

Standard form 135 Back (Rev 7-651 
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